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Dates of Series 
1965 - Presen t  

.c 
SLockContr-ol Card F i l e  

O*Wat is the function of the office i n  which this record series is  created? 
The S t a f f  Se rv ices  Div i s ion  is  r e s p o n s i b l e  f o r  pe r sonne l  a d m i n i s t r a t i o n  i n c l u d i n g '  
r ec ru i tmen t  and disengagement of personnel  and maintenance of personnel  r eco rds ;  
f o r  account ing f o r  funds ;  r e c e i v i n g  and. d i s b u r s i n g  funds- and budget ing f o r  funds ; '  ' 

f o r  t h e  procurement of s u p p l i e s  and equipment, t h e i r  i s suance  and maintenance; f o r  
. planning and p rov id ing  suppor t  t o  these o p e r a t i o n s  i n c l u d ~ j k g  procedures  w r i t i n g ,  

forms des ign ,  r eco rds  management and r ep roduc t ion  s e r v i c e s .  
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1 a This f i l e  Contains the following dOCUInentS (include fom numbers and t i t l e s ,  if my, 

.. . and f i le  arrangement ) . 
Documents r e l a t i n g  to:  Supp l i e s  ~~ s tocked  ~ the Department. .~~ 

Included are: 

F i l e  arranged:  

5 x 8 Inventory  cardss:Qniy. 
- _ _  -~ - .- ~. - -_ . .- 

A l p h a b e t i c a l l y  by name of item. 
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15.  Is the i'nfompetion containdd i n  t h i s  se r ies  ever summarized 6r qublished? 
Attach copy of suna?lary or publication. ! 

16. Does the  series contain classified information requiring secur i ty  handling? 

17. Does the  series i n i t i a t e ,  amend o r  terminate Gency pol ic ies  and procedures? 

18..Could the  function be performed i f  t h e  f i l e s  were l o s t  or destroyed? 

19. Is the  s e r i e s  (or major portion of i t )  regularly microfilmed? If yes,  why? 

REQUIREPENTS. The following' requires the  f i l e s  t o  be kep t see  b e l o w y e a r s :  
>- 

. .  

s i t i o n  of these f i l e s ?  I /  

1 a. [ ]STATE b. [ 1STATUI'~'OF c. []AUDIT d. []FEDERAL e. ~AM.IINISTRATIVE* f .  []HISTORICAL 
LAW LIXITATION PERIOD LAW DECISION VALUE 

(Cite Law, Statute, or other reason for t h e  retention requirement) 

8-- - 
25.  AGENCY RECOR:KNDATIOr4S. T h i s  ngency recormends t h a t  the f i l e  se r ies  be cut  off  at the end 

of each -[]CALE:XMI YEAR -[]FISCAL YEAR -BoTKER (See Below) ,then : 

[ 1 Hold i n  the current '  f i les area , month(s)/ year(s) :  
[ 1 Transfer t o  [ ] State Records Center  [ 1 Local Holding Area; hold year (s ) :  
[ I Destroy. . 
[ 1 Transfer t o  S ta te  Archives f o r  permanent retention. 
I I Destroy irGediatelp a_tter-.cut-off. 
[x j-othG-specify) -- 
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Destroy when ca rd  i s  completed o r  i t e m  is discontkfued.  ., , . 
.~ 

. .  

(Indicate briefly r a t i m a k  for  recomndations above/or w r i t e  additional remarks) : 

)Concur \d )Noneoncur 


